GP4: ACCESSING EMPLOYEE RECORDS AND UPDATING EMPLOYMENT HISTORY

GP4: Accessing employee records and updating

In this guided practice, you will learn how to:

search for a member (employee),

search for all employees,

view demographic information,

understand work history events,

set an employee to a non-pay/deduction status,
correct a termination event,

set an employee to a partially paid leave status and

restore a member to a fully paid status.

Searching for a member (employee)

MyTRS provides employers with limited access to their employees' accounts. Employers can

only access accounts for their employees; they cannot access employee history with other
districts.

1)

From the MyTRS homepage, choose View/Update Member Information from the main
menu or from the I want to: pull-down menu.

Friday, February 11, 2011 | Welcome Bruce Wayne ) [\Wam To: ;I Account Settings | Logout

RS 3005 GOTHAM PUBLIC SCHOOLS
! i J MASSACHUSETTS TEACHERS” RETIREMENT SYSTEM

PLEASE NOTE: Using the browser's back button within MyTRS may cause your session to become invalid. Please do not
use the browser's back button, delete key or backspace key to view the previous page; instead click on the
breadcrumb links (in white) that will appear in the navigation bar.

Employer Management News and Alerts

¢ View Employer Information

e View/Update Payroll Calendar

* Review Employer Deduction Reports, Billing History & Payments
e Process Your Online EFT Payments

Your Members
e View/Update Member Information -
s Register Employee

Import/Export Files

e Import MTRS Deduction Report
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GP4: ACCESSING EMPLOYEE RECORDS AND UPDATING EMPLOYMENT HISTORY

2) The View/Update Member Information window contains two tabs: Demographics and
Employment. The Demographics tab displays by default. Enter all or part of the employee’s
last name or Social Security number in the Select Member search field and click Search.

I ' %g I "JS MASSACHUSETTS TEACHERS’ RETIREMENT SYSTEM S e e

Home » Your Members » View/Update Member Information

Demographics EEnTlSYRERT

Select Member: Search

If your search locates:

B asingle record, MyTRS automatically opens the Demographics tab for that employee.

B multiple records, the results appear in the Members for Employer window, which displays
the last four digits of the employee’s SSN (Social Security number), the Member Name,
and the MyTRS-assigned Member Number. Only employees who are currently working
or have worked for your employer appear.

! ' %E I "JS MASSACHUSETTS TEACHERS’ RETIREMENT SYSTEM e e

Home » Your Members » View/Update Member Information

Demographics JSnlslsnlEhts

Members for Employer ® @
Member Name Member Number
Select Member: |b <
. o XXX-XX-0008 BIOLOGY, BETH 818666
(o XXX-XX-0011 BOSS, BERNARD PHD 818669

If more than 10 records are listed, use the side scroll bar and the arrows at the bottom of the
page to view the remaining records. (Refer to Search for all Employees for information on
using the navigation icons to move through the pages of employee names.)

3) Click the radio button next to the employee’s name whose record you wish to view.

l!!!%! RS‘ 9005 GOTHAM PUBLIC SCHOOLS
MASSACHUSETTS TEACHERS’ RETIREMENT SYSTEM

Home » Your Members » View/Update Member Information

Demcegraphics . Employment‘

Members for Employer

Member Name Member Number
Select Member: b —
- (@] >00¢-X%-0008 BIOLOGY, BETH 818666

e XXK-XX-0011 BOSS, BERNARD PHD 818669
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The employee’s Demographics tab appears. To access your employee's Employment
information, click on the Employment tab (details on the Employment tab are listed in Viewing
Employment Information).

l!!{%! RS‘ 9005 GOTHAM PUBLIC SCHOOLS
MASSACHUSETTS TEACHERS” RETIREMENT SYSTEM

Home » Your Members » View/Update Member Information

Demographics Employment

Emplovee/Member: BIOLOGY, BETH (New Search) SSN: XXX-XX-0008

Member Information _

SSN: Prefix: First Name: Middle Name: Last Name: Suffix:
(XX-XX-0008 | [Mrs. Beth | [Biclogy ]

Additional Information _

Retirement Date: | / /

Note Once you have searched for an employee, the View/Update Member Information tab will
open to that employee’s account until you log out of MyTRS. If you would like to search

for an employee after you have an account open, click New Search to display the search
field.

4) To search for a new employee when an employee is on the screen, click New Search to start
a new search. This link is only available when you have employee information on the
window. The search field appears in place of the existing employee’s name.

Home » Your Members » View/Update Member Information

Demographics

Employee/Member: BIOLOGY, BETH (New Search) SSN: XXX-XX-0008

Member Information

SSN: PPN Home » Your Members » View/Update Member Information

XXX-XX-0008 [Mrs.
Demographics

Select Member: | L Search . L Cancel |

Member Information
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Search for all Employees

You can search for entire list of current and former MTRS eligible employees within your
employer using the Demographics and Employment search fields.

Note Remember, you can only retrieve employees who currently work for or have worked for
your employer.

Note MyTRS saves your prior search criteria. This is only cleared when you log out of MyTRS.
If you searched for employees previously during your MyTRS session, click New Search
to display the search field.

1) Navigate to the View/Update Member Information window. The Demographics tab is the
default. You can also perform a search for your employees from the Employment tab.

! ' Eg I "JS MASSACHUSETTS TEACHERS’ RETIREMENT SYSTEM S e e

Home » Your Members » View/Update Member Information

Demographics EEnTlSYRERT

Select Member: Search

2) Enter “%” (percentage sign) in the Select Member field to search for all your employer’s
employees in MyTRS.

Home » Your Members » View/Update Member Information

Demographics EREnlslEY 1S

Select Member: % L Search

\
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3) Click Search. The Members for Employer pop-up window displays the first 10 names found.

! ! ![2! RS‘ 9005 GOTHAM PUBLIC SCHOOLS
MASSACHUSETTS TEACHERS” RETIREMENT SYSTEM

Home » Your Members » View/Update Member Information

Demographics EnsEnl=0

Memb for Employer - . S @
L — | = YOOK-X0X-0001 , T
XXK-XX-0008 BIOLOGY, BETH 818666
E XXK-XX-0011 BOSS, BERNARD PHD 818669
XXK-XX-0061 CALCULUS, CHRIS 818677
E KXK-XX-0064 DESK, DANIEL 818679
XXK-XX-0010 EASEL, EMMA 818668 pn
E XXK-XX-0002 GEBRA, AL 818658
XKXK-XX-0060 GEOGRAPHY, GEOFF 818675 ;I
4) Scroll to the bottom of the window.
Members for Employer 50 A
SSN Member Name Member
XOO(-XX-0001 APPLE, AMY 818656
XXK-XX-0008 BIOLOGY, BETH 818666
XO(-XX-0011 BOSS, BERNARD PHD 818669
| X0X-XX-0061 CALCULUS, CHRIS 818677
XXK-XX-0064 DESK, DANIEL 818679
XOO(-XX-0010 EASEL, EMMA 818668 b
m XX{-XX-0002 GEBRA, AL 818658
XX-XX-0060 GEOGRAPHY, GEOFF 818675 r
5) Click the arrows at the bottom of the records window, or enter specific page numbers, to
view the found records.
m XXX-XX-0002 GEBRA, AL 818658
XXX-XX-0060 GEOGRAPHY, GEOFF 818675
XOO-XX-0013 GOODE, IMA 818671
XXX-XX-0014 HISTORY, HANK 818672
M 4 pagelr Jof2 P M Rows: 1 - 10 of 20 |
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Viewing Employment Information

Employee work history (only with your employer) displays on the Employment tab. To view this
history:

1) Search for and select an employee record as described in the previous sections and click the
Employment tab. The Employment window opens. The employee’s employment information,
events, and Rate/R+ plan information display.

Note You can click New Search to search for an employee from the Employment window.

I : L‘ g I LJS MASSACHUSETTS TEACHERS’ RETIREMENT SYSTEM Ses et s st

Home » Your Members » View/Update Member Information

Demographics Employment

Employee/Membar:  S10L0GY, 35TH (New Search) SSN: OOX-XX-0008

Employment Information ,

Conltrols

Emplcyer Emplcyer

Active Start Date ¥ Stop Date Position Pay Dur Temp/Sub Enrollment Status

Name
GOTHAM
n 09I01I2003 ﬁ Senoo! ---- e Enroument I
H SCHOOLS
Events
[ add ] [ Delete ] ,
Conbrols
Active Event Start Date Effective Pay Date  Event Stop Date Event FTE % WC %
09/01/2003 | ] = [0s/15/2003 ] 01/04/2010 | =] [contribu B 1000 [ 0o
j *
o1/0s/z010 | 7] * P1/17/2010] 05/14/2010]T]  [LoANonContributing <=1 Yr =] = o [o
*

n 05/15/2010 | 05/23/2010 HI Contributing vIIE
Rate/R+ ,

Name Value ‘

Rate/R+ Panding Review: |

Re: [
Reguiar Rate:
2% Rate: 2l

Note You may not change any information in the Employment Information or Rate /R+
sections (blue arrows), as they are view-only. However, you may add, update, and
delete data in the Events section (red arrow).
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Understanding employee work history events

Work history events are used to help track career changes that may alter your employee's
retirement credit and status. Work History Events can be added prospectively or retroactively
as needed. Events also help MyTRS track district registration and contribution receipt dates for
each employee. For example, a member might go from contributing to an unpaid leave of
absence and then back to contributing.

To record a change in your employee's status, add a work history event into your employee’s
event history. Each work history event has six important components, as described below.

Note Employers can make changes to the last two events in effect for employees to make
corrections. However, once a termination event is added to an employee, you will have
to contact your MTRS Employer Services Unit to have the termination removed. You can
still correct the dates for the termination event if needed. See Correct a Termination
Event for more details.

Note If your employee is returning to service after being terminated, you must register this
employee for his/her new employment period.

Events

. Add | | Delete |

+ Controls
Active Event Start Date Effective Pay Date Event Stop Date Event FTE % WC %

- [09/01/2003 | [09/15/2003 | [01/04/2010 | I Contributing :[.- 100 l- o]
c 01/05/2010 01/17/2010 = [os/14/2010 | [Loanon-contributing <=1 vr =] = 0 0
[ 05/15/2010 j = 05/23/2010 :] = [/ 7 = [ contributing =] = [ 80

* Event Start Date - This is the first date that the event is effective. The event start date for a
contributing event might be, for example, the first day of school or the employee's first day
returning from a leave of absence. The event start date for a termination event would be the
first date the employee is not working. An employee terminating at the end of a school year
might have a termination event start date of July 1st, even if the member is paid through
August.

Note All retirees must be terminated in MyTRS before they can be retired or allowed to take a
refund.

* Eff(ective) Pay Date - MyTRS events have been designed to store event start and stop dates
separate from the the pay date that MyTRS should expect the new pay status to take effect.
The effective pay date allows MyTRS to conform to almost any pay situation while tracking
employee payments. For instance, a member who terminates on July 1st may have a
termination start date of July 1st but a pay effective date in September, because the
employee is paid through the summer.
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Note The effective pay date for non-pay events should be the first pay date on which the
MTRS should not expect a deduction. Effective pay dates do not have to be an actual
pay date as long as they occur between the pay date on which one event was in effect
and the pay date on which the new event takes effect. For example: for a leave of
absence event for which the pay is effective after 05/15/2011, you must enter any date
from 05/16/2011 and 05/29/2011 (assuming 05/29/2011 would have been the
member’s next pay date).

* Event Stop Date - When new events are added, the previous event in effect needs to be
stopped. Only one event can be in effect on any given day. Previous events must be stopped
one day earlier than their successor event. For instance, the contributing event stop date for
an employee terminating at the end of a school year should be listed as June 30th when the
termination start date is July 1st.

Note The current event in effect cannot have an event stop date.

* Event - This is a drop-down menu with various statuses, including contributing, leave of
absence, and termination.

* FTE % - The FTE % field determines what percentage of full-time the MTRS should be using
to calculate expected deductions and creditable service for pay events such as contributing
or Military Leave of Absence - partially paid. The FTE % for non-pay statuses should be
Zero.

*  WC % - This field is only needed for workers’ compensation-related events and should have
the percentage of full-time a member is being paid (non-workers’ compensation benefits)
while on workers’ compensation.
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Setting an employee to a non-pay/deduction status

The following instructions will guide you through adding the following Non-pay / deduction

events:

LOA-Non-Contributing<=1 Yr
LOA-Medical-Non-Contributing
LOA-Non-Contributing>1Yr

WC-Full Incapacity&Non-Contributing
WC-Part Incapacity&Non-Contributing
Military LOA

Termination-Job Elimination
Termination-Involuntary
Termination-Voluntary

Ineligible

1) Navigate to the View/Update Member Information window.

2) Search for an employee.

3) Click the Employment tab. The member employment information, events, and Rate/R+ plan

information displays.

Home » Your Members » View/Update Member Information

BTG GLIET < Employment

Employee/Member: GEBRA, AL (New Search) S5N: XXX-XX-0002

Employment Information

+ Controls

Employer Employer
Name

Active Start Date ¥ Stop Date Position Pay Freq Pay Dur Temp/Sub Enrcllment Status

Code

09/01/1974 // GOTHAM Pending Enrollment
PUBLIC

Events _
. Add | | Delete |

+ Controls

Active Event Start Date Effective Pay Date Event Stop Date Event FTE % WC %
R L L o | mm
Rate/R+

Value

Name
Rate/R+ Pending Review: [~

R+: ~
Regular Rate: 0.11
2% Rate: 0

. Save |
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4) Click Add in the Events section.

Events ’

Add : : Delete :
+ Contrds
Active Ewvent Start Date Effective Pay Date Event Stop Date Event FTE % WC %

o | TUEEES TR S-S COTEE— S S

A new line with blank date fields appears.

Events

r Sy S
Add | | Delete

+ Contrds
Active Ewvent Start Date Effective Pay Date Event Stop Date Event FTE % WC %
[c] [lossoias7a ] = 109/15/1974 ] /7 = [Contributing =] -

=|-I__I_Jl°°"'"°""“ E-

Note If you have multiple events to add for an employee, it is best to add one event and click
Save before adding an additional event, so MyTRS can validate your data entry.

5) Enter an Event Stop Date for the existing event.

Events

[ add | [ Delete |

+ Controls (
Active Event Start Date Effective Pay Date Event Stop Date Event FTE % WC %
7 1="-= (/7 ==« [/ = [contributing _] .

Note A member can have only one open event at a time, so the existing event must be closed
by adding a stop date before another event can be added and saved. The event stop date
must be one day before the new event start date.

Note In most cases, the Event Stop Date should be the only field in the existing event that
needs to be entered. This might not be true if the existing event needs a correction.

Massachusetts Teachers’ Retirement System 10
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6) Enter the Start Date for the new non/pay/deduction event.

Events
[ add ] [ Delete |
+ Controls
Active Event Start Date Effective Pay Date Event Stop Date Event

bo/o1/1974 | = = os/15/197a || =  [06/30/2010 | [Contributing

[ o | ERZER2010M L. | | W 1IN cortrivuting

Rate/R+

Note The new event start date must be one day after the previous event’s stop date.

7) Enter the Effective Pay Date for the new non-pay/deduction event.

Events

add ] [ Delete |

L

-+ Controls
Active Event Start Date Effective Pay Date Event Stop Date Event

bo/o1/197a | =] = Ps/15/1874 | =  [06/30/2010 |  [Ccontributing

Rate/R+

Note The Effective Pay Date for non-pay/deduction events can be any date between the
member’s last contributing pay date and the subsequent expected pay date based on

his/her pay schedule.

Note Setting this date to your employee’s last pay date will cause MyTRS to flag the
employee’s record when his/her last pay date is reported.

Note The event stop date for the non-pay/deduction event in effect must remain blank so the
system knows that this event is currently in effect.

Massachusetts Teachers’ Retirement System 11
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8) Select your non-pay/deduction Event from the pull-down field.

Events

add ] [ Delete |

-+ Controls
Active Event Start Date Effective Pay Date Event Stop Date Event FTE % WC %
09/01/1974 | = loo/1s/1974 | = [oe/30/2010 | [ contributing =] - [ 100]

ill-:-

o | ommmmm | S | Gemm= |

[ o

Contributing
LOA-Fully Contributing
LOA-Partially Contributing
Rate/R+ LOA-Non-Centributing <=1 Yt
LOA-Medical-Non-Centributing
Name l Value WC-Full Incapacity&Contrib
5 N W(C-Full Incapacity&Non-Contrib
Rate/R+ Pending Review: [ WC-Part Incapacity&Contrib
R+: 4 WC-Part Incapacity&Non-Contrib
Military LOA-Contributing
Regular Rate: Miltary LOA
. Termination-Job Elimination
2% Rate: ‘:' Termination-Involuntary

Save LOA-_Non-Contnbuhng >1Yr

9) The full-time percentage for non-pay/deduction events is always zero.

Events

Delete

add ]

+ Controls
Active Event Start Date Effective Pay Date Event Stop Date Event FTE % WC %
09/01/1974 | = los/1s/1974 | H] = [oe/30/2010 | H [Contributing =] =

Rate/R+

_ﬂ-:H]-

10) If your non-pay/ deduction event is for worker’s compensation, enter the percentage of
workers’ compensation paid to the member in the WC % field. If you are not entering a
workers’ Compensation event, enter a zero.

Events
Add [ Delete ]

+ Controls
Active Event Start Date Effective Pay Date Event Stop Date Event FTE % WC %
0s/01/1974 | = lbo/is/i974 |7 = [oe/30/2010 | | Contributing ] = 100 0

n 07/01/2010 =] I03127/2010 |:j.l / / | -lTermination-Voluntary

Rate/R+

=T

If you have multiple events to add for an employee, it is best to add one event and click
Save before adding an additional event, so MyTRS can validate your data entry.

Note
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11) Click Save. A message at the top of the screen will confirm that the employment
information has been saved. The event is saved and the record is updated.

! é JS MASSACHUSETTS TEACHERS” RETIREMENT SYSTEM

Home » Your Members » View/Update Member Information

Demographics Employment

Employee/Maember: GEESRA, AL (New Search) SSN: XO0X-XX-0002

Messages(1)
Employment information has been saved. _

Employment Information

+ Conircls
Active Start Dat= y Stop Dat= ,E_r:«,—..\: ’ _r-x—\w-r Yosition Pay Dur Temp/Sub Enrcliment Status
/01/1574 /30/2010 GOT“A” Teacher | [Pending Enroliment |
PUBUC
Events
L Add < :D:lete;
+ Corirdls
Active Event Start Date Effective Pay Date Event Stop Date Event FTE % WC %
] m:ﬂ T s R T s R P 3. i G
7 v/ 0
n o7701/2010 | Esz 2010 I .l I-lTemha:lm-Voimr, L].. ol. I
Rate/R+
Name Value

Rate/R+ Panding Review: |

R+ | cd
Regular Rate:
2% Rate: I
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Correct a termination event

MyTRS has been designed to prevent employers from being able to switch an employee from a
terminated status to another status. (MyTRS does, however, allow an employer to delete and
replace a termination event for the purpose of correcting the termination type or dates.) The
following instructions are to guide you through correcting a termination event.

Note Employers cannot restore terminated employees to a non-termination status. If this is
needed, please contact your Employer Services Representative.

1) Navigate to the View/Update Member Information window.
2) Search for an employee.

3) Click the Employment tab. The member employment information, events, and Rate/R+ plan
information displays.

Home » Your Members » View/Update Member Information

BTGl II- Employment

Emplovee/Member: RULER, RANDY (New Search) SSN: XXX-XX-0015

Employment Information

+| Controls
Active Start Date ¥ Stop Date Employer Employer Position Pay Freq Pay Dur Temp/Sub Enrollment Status

05/01/1993 06/30/2000 GOTHAM Teacher | iPending Enrollment |
PUBLIC
Events (G

. Add | | Delete |

+ Controls
Active Event Start Date Effective Pay Date Event Stop Date Event WC %
n [09/01/1993 | [09/15/1993 | los/so/zono I:l Contributing _].. |- |
[c]  lo7/01/2000 [o7/01/2000 ]j = [/7 [Fermination-voluntary =l -
Rate/R+
Name Value

Rate/R+ Pending Review: [~

R+: ~
Regular Rate: [o.11 ]
2% Rate: 0

. Save
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4) Highlight your employee’s termination event in the Events section. Click Delete.

Events

[ add ] [ Delete | -

-+ Controls
Active Event Start Date

Effective Pay Date

Event Stop Date

los/is/1993 | =] =

[os/30/2000 | =

Event

FTE % WC %

| contributing

V = ‘—J

n o H’W 01/2000 j.gl / : lTermination-Vquntary

Iﬂ-

Rate/R+

5) Click OK to confirm that you would like to delete the record.

Message from webpage 5]

. ? ) ‘You are about to delete this record.

Are you sure?

Cancel I

You employee’s termination event will disappear.

Events

add | [ Delete |

+ Controls
Active Event Start Date Effective Pay Date Event Stop Date Event

n fm I09/15/1993 |Zi..06/30/2000 |= lContributing

6) Click Add to enter your replacement termination event.

Events ,

add | [ Delete |

+ Controls
Active Event Start Date Effective Pay Date Event Stop Date Event

FTE % WC %

o | mm

n fm I09/15/1993 |Zi..06/30/2000 |= lContributing

A new line with blank date fields appears.

Events

add ] [ Delete |

+ Controls
Active Event Start Date Effective Pay Date Event Stop Date Event

FTE % WC %

[¢]  [os/ot/1ees 1 = s/15/1993 | =  [o6/30/2000 | E  [contributing

- [0

T

Massachusetts Teachers’ Retirement System
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Note Employers cannot restore terminated employees to a non-termination status. If this is
needed, please contact your Employer Services Representative.

7) Correct the Event Stop Date of the existing event (if needed).

Events
Add Delete
+ Controls l
Active Event Start Date Effective Pay Date Event Stop Date Event FTE % WC %

o | Govcamls | GEEDmE | oM | EI o | |

j * [/ 7 ]j * /7 ]j IContributing x| = [ ] [0

|

Note A member can have only one open event at a time, so the existing event must be closed
by adding a stop date before another event can be added and saved. The event stop date
must be one day before the new event start date.

Note In most cases, the Event Stop Date should be the only field in the existing event that
needs to be entered. This might not be true if the existing event needs a correction.

8) Enter the Start Date for the new termination event.

Events
add | [ Delete |
+ Controls
Active Event Start Date Effective Pay Date Event Stop Date Event FTE % WC %
09/01/1993 | =] =* loo/is/1993 | =] =  [oe/30/2010 | [Contributing B o

(o | GvoomEs | vAmm— | ve— | EUT o | .

Rate/R+

Note The new event start date must be one day after the previous event’s stop date.

9) Enter the Effective Pay Date for the new termination event.

Events
add | [ Delete |
+ Controls
Active Event Start Date Effective Pay Date Event Stop Date Event FTE % WC %
09/01/1993 | = lboris/1se3 | = [pse/30/2010 | [Contributing =] = 100 0

o | oM | GEvoomE | We— | e 5 | .

N

Rate/R+
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Note The Effective Pay Date for non-pay/deduction events can be any date between the
member’s last contributing pay date and the subsequent expected pay date based on
his /her pay schedule.

Note Setting this date to your employee’s last pay date will cause MyTRS to flag the
employee’s record when his/her last pay date is reported.

Note The event stop date for the non-pay/deduction event in effect must remain blank so the
system knows that this event is currently in effect.

10) Select your termination event from the pull-down field.

Events

add | [ Delete |

+ Controls
Active Event Start Date Effective Pay Date Event Stop Date Event FTE % WC %
09/01/1993 | =] =* loo/is/1993 | =] =  [oe/30/2010 | [Contributing =] = 100 0
[ o | = Bszo2220:0 1L |l convrivutng g | | I

Contributing

LOA-Fully Contributing
LOA-Partially Contributing

+

Rate/R LOA-Non-Contributing <=1 Yr
LOA-Medical-Non-Contributing
WC-Full Incapacity&Contrib

Name ‘ Value
N N WC-Full Incapacity&Non-Contrib
Rate/R+ Pending Review: [ WC-Part Incapacity&Contrib
R+: 4 WC-Part Incapacity&Non-Contrib
Military LOA-Contributing
Regular Rate: Military LOA
Termination-Job Elimination
2% Rate:
° © D Termination-Inveluntary
[ save !.Offt{on-Contrlbuhng =1Yr

11) The full-time percentage for termination events is always zero. Enter a zero in the FTE %
field.

Events
Add [ Delete |
+ Controls
Active Event Start Date Effective Pay Date Event Stop Date Event FTE % WC %
09/01/1974 | =] = loo/1s/1974 | =] = [oe/30/2010 | [Contributing =] = 100 0
Rate/R+
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12) The WC % is always zero for a termination event. Enter a zero in the WC % field.

Events
[ add ] [ Delete |
+ Controls
Active Event Start Date Effective Pay Date Event Stop Date Event FTE % WC %
(€] [los/or/19e3 | = loor1s/1993 | = [oe/30/2010 | [ Contributing =] = 100 0
0]

Rate/R+

o | GovmE | CmteE | v | ST | s

Note If you have multiple events to add for an employee, it is best to add one event and click
Save before adding an additional event, so MyTRS can validate your data entry.

13) Click Save. A message at the top of the screen will confirm that the employment
information has been saved. The event is saved and the record is updated.

! ! !12! RS‘ 9005 GOTHAM PUBLIC SCHOOLS
MASSACHUSETTS TEACHERS’ RETIREMENT SYSTEM

Home » Your Members » View/Update Member Information

DT Il Employment

Employee/Member: RULER, RANDY (New Search) SSN: XXX-XX-0015

Messages(1)
Employment information has been saved. _

Employment Information

-+ Controls
Active Start Date ¥ Stop Date (E:rggéoyer E?rf_:l:yer Position Pay Freq Pay Dur Temp/Sub Enrollment Status
HH SCHOOLS
Events
[ add | [ Delete |
-+ Controls
Active Event Start Date Effective Pay Date Event Stop Date Event FTE % WC %
E 09/01/1993 | ] = [oor1s/1993 ] = [os/30/2010 | [Contributing =] = 100 0
o | GOUEE | GEoueE | AR | TS | s s
Rate/R+
Name ‘ Value
Rate/R+ Pending Review: [~
R+: ~
Regular Rate:
2% Rate: 0

[ save

Massachusetts Teachers’ Retirement System

18




GP4: ACCESSING EMPLOYEE RECORDS AND UPDATING EMPLOYMENT HISTORY

Setting an employee to a partially paid leave status

The following instructions are to guide you through adding the following partially paid events:

* LOA-Partially Contributing
e WC-Full Incapacity&Contributing
*  WC-Part Incapacity&Contributing
* Military LOA-Contributing

1) Navigate to the View/Update Member Information window.

2) Search for an employee.

3) Click the Employment tab. The member employment information, events, and Rate/R+ plan
information displays.

Home » Your Members » View/Update Member Information

BETLGEIET 3 Employment

Employee/Member: SCIENCE, SARAH (New Search) SSN: XXX-XX-0004

Employment Information

-+ Controls
Active Start Date ¥ Stop Date Employer Employer Position Pay Freq Pay Dur Temp/Sub Enrollment Status

Code Name
el A il el el N |
SCHOOLS
Events (N

Add | | Delete |

+ Controls
Active Event Start Date Effective Pay Date Event Stop Date Event FTE % WC %

o | o | i | vAm— | ]

Rate/R+

‘ Name | Value
Rate/R+ Pending Review: [~
R+: ~
Regular Rate: :0.1 1 ]
2% Rate: o]

. Save
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4) Click Add in the Events section.

Events {

add | [ Delete |

b ) b

+ Controls
Active Event Start Date Effective Pay Date Event Stop Date Event FTE % WC %

o | wovm | CEnEE | vess— | EIUT o | o

A new line with blank date fields appears.

Events
Add [ Delete |
+ Controls
Active Event Start Date Effective Pay Date Event Stop Date Event FTE % WC %
[¢] [oosor/2003 | = lbo/is/z003 | H = [/ / |Z]  [contributing ] = 100 0
| VA= | W ) | WA | orrouing B | .

Note If you have multiple events to add for an employee, it is best to add one event and click
Save before adding an additional event, so MyTRS can validate your data entry.

5) Enter an Event Stop Date for the existing event.

Events
[ add ] [ Delete |
+ Controls ,
Active Event Start Date Effective Pay Date Event Stop Date Event FTE % WC %
o | oo R o mu—
_:1 * ’ [/ ]j * l i | Contributing x| =

Note A member can have only one open event at a time, so the existing event must be closed
by adding a stop date before another event can be added and saved. The event stop date
must be one day before the new event start date.

Note In most cases, the Event Stop Date should be the only field in the existing event that
needs to be entered. This might not be true if the existing event needs a correction.

Massachusetts Teachers’ Retirement System 20



GP4: ACCESSING EMPLOYEE RECORDS AND UPDATING EMPLOYMENT HISTORY

6) Enter the Start Date for the new partially paid event.

Events

add | Delete |

==L

+ Controls
Active Event Start Date Effective Pay Date Event Stop Date Event FTE % WC %

09/01/2003 | =] = loo/1s/2003 | =] = [oa/15/2010 | =] [ contributing =] =

100 0

Data/D4 .

| | .

Note The event Start Date must be one day after the previous event’s stop date.

7) Enter the Effective Pay Date for the new partially paid event.

Events

add | [ Delete |

Rl e

+ Controls
Active Event Start Date

09/01/2003 | =] *

Effective Pay Date

Event Stop Date Event FTE % WC %

los/15/2003 | =] =+

ba/1s/2010 | =

| Contributing

L‘ * 100 0

o | W

Rate/R+

Note The Effective Pay Date for partially paid events should be the first pay date on which a
partial payment is expected. This can be any pay date between the new partial pay date
and the previous event’s last pay date based on the employee’s pay schedule.

Note Setting this date incorrectly will cause MyTRS to flag the employee’s record when
his/her deductions are reported to the MTRS.

Note The event stop date for the partially paid event in effect must remain blank so the
system knows that this event is currently in effect.
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8) Select the Event from the pull-down field.

Events

add ] | Delete |

=AU

+ Controls
Active Event Start Date Effective Pay Date Event Stop Date Event FTE % WC %

bs/o1/2003 | = os/15/2003 |7 =  [04/15/2010 | T  [Contributing

nlosns/zom |j-l / | - Contributing E

Contributing
LOA-Fully Contributing

Rate/R+ I LOA-Non-Contributing <=1 Yr
LOA-Medical-Non-Centributing
Name I Value WC-Full Incapacity&Contrib
. N WC-Full Incapacity&Non-Contrib
Rate/R+ Pending Review: [ WC-Part Incapacity&Contrib
R+: 4 WC-Part Incapacity&Nen-Contrib
Military LOA-Centributing
Regular Rate: Military LOA
. Termination-Job Elimination
2% Rate: D Termination-Involuntary
Termination-Voluntary
[ save | LOA-Non-Contributing = 1 Yr
Ineligible

9) Enter the proper percentage of full-time employment for the event in the FTE % field.

Events

add | [ Delete |

i)

+ Controls
Active Event Start Date Effective Pay Date Event Stop Date Event FTE % WC %
09/01/2003 | ] * 09/15/2003 | =] = [04/15/2010 ] =]  [Contributing =] = o

| o | CUCECMEm | (HIOROC | | WA | ZI o~ rartaly Contributing = 0]

Rate/R+

Note If your employee is being paid on a pro-rated basis (for example, an employee on
maternity leave having her pay stretched out over the rest of a school year), the FTE
percentage should be set to reflect the percentage of earnings paid in relation to what
that employee would earn on a full-time basis.
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10) If your partially paid event is for worker’s compensation, enter the percentage of workers’
compensation paid to the member in the WC % field. If you are not entering a worker’s

compensation event, enter a zero.

Events
__Add | [ Delete ]
+ Controls
Active Event Start Date Effective Pay Date Event Stop Date Event FTE % WC %
bps/o1/1974 | = lbo/is/i974 |7 = [oe/30/2010 | | Contributing ] = 100 0
n 07/01/2010 = I03/27/201'J Ij-l // I .lTerminationAVoluntary ;I-- OI-
Rate/R+

Note If you have multiple events to add for an employee, it is best to add one event and click
Save before adding an additional event, so MyTRS can validate your data entry.

11) Click Save. A message at the top of the screen will confirm that the employment
information has been saved. The event is saved and the record is updated.

Home » Your Members » View/Update Member Information

[BETLLLI=T Il Employment

Employee/Member: SCIENCE, SARAH (New Search) §5N: XXX-XX-0004

Messages(1)
Employment information has been saved. -

Employment Information

+ Controls

Active Start Date ¥ Stop Date (E:r:éaéoyer E;nrzl:yer Position Pay Freq Pay Dur Temp/Sub Enrollment Status

n C ¥ ﬁ sg;ﬂéM - S I
HH SCHOOLS

Events

_ Add | Delete |

+ Controls

Active Event Start Date Effective Pay Date Event Stop Date Event FTE % WC %

[¢]  los/o1/2003 | = [os/1s/2003 | = [oa/is/2010 | [Contributing = = 100 | 0]
| |0 | [OFTTETCHN | | OO = | W | Coxartialy Contributing _EI 0]
Rate/R+

Name | Value |

Rate/R+ Pending Review: [~

R+: ~

Regular Rate: 0.11

2% Rate: b 1]

Massachusetts Teachers’ Retirement System
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Restoring a member to a fully paid status

The following instructions are to guide you through adding the following fully paid events:

* Contributing
e LOA-Fully Contributing

1) Navigate to the View /Update Member Information window.

2) Search for an employee.

3) Click the Employment tab. The member employment information, events, and Rate/R+ plan
information displays.

Home » Your Members » View/Update Member Information

BELLIET - Employment

Employee/Member: SCIENCE, SARAH (New Search) SSN: XXX-XX-0004

Employment Information

+ Controls
Active Start Date ¥ Stop Date Employer Employer Position Pay Freq Pay Dur Temp/Sub Enrollment Status

09/01/2003 / / GOTHAM [Kindergarten| Pending Enrollment |
PUBLIC
Events (N

[ add | | Delete |

+ Controls

Active Event Start Date Effective Pay Date Event Stop Date Event FTE % WC %
n 05/01/2003__ | =] 05/15/2003__ | =] Io4/15/201o |=l Contributing ;,.- 100'. 0]

[C] [os/16/2010 | = os/13/2010 | * [/ / |Z]  [LoA-Partially Contributing = = [ &3] 0]
Rate/R+

Name Value

Rate/R+ Pending Review: [

R+: ~

Regular Rate: 0.11

2% Rate: 0

Save

S J

* Denotes Required Field

Massachusetts Teachers’ Retirement System 24



GP4: ACCESSING EMPLOYEE RECORDS AND UPDATING EMPLOYMENT HISTORY

4) Click Add in the Events section.

Events ,

add ] [ Delete |

-+ Controls
Active Event Start Date Effective Pay Date Event Stop Date Event FTE % WC %
n 09/01/2003 | I09/15/2oo3 |_—_].Io4/15/2010 |=l Contributing Ll.- 1oo|- 0]
lbas16/2010 | = bs/13/2010 | =] * [/ / |z [LoA-Partially Contributing =] = 63 0

A new line with blank date fields appears.

Events
add | [ Delete |
+ Controls
Active Event Start Date Effective Pay Date Event Stop Date Event FTE % WC %
09/01/2003 | = = lpor1s/2003 | = [pa/1s/2010 | = [Contributing =] = 100 0
[€] = = bs/1z/2010 = = [/ / |Z]  [Loa-Partialy Contributing =] = 63 0
| WA | W | | WA |l orrouing B | .

Note If you have multiple events to add for an employee, it is best to add one event and click
Save before adding an additional event, so MyTRS can validate your data entry.

5) Enter an Event Stop Date for the existing non-pay/deduction or partially paid event.

Events
Add [ Delete |
-+ Controls
Active Event Start Date Effective Pay Date Event Stop Date Event FTE % WC %
lps/01/2003 | = lbs/15/2003 | = [04/15/2010 ] [Contributing =] = o
| o | COFGPIICEM ks | (SFEFTTC | | [ER [l oA Partaly Contributing B | -
7 1d-+ /7 == [/7 = [Contributing =] = 0

Note A member can have only one open event at a time, so the existing event must be closed

by adding a stop date before another event can be added and saved. The event stop date
must be one day before the new event start date.

Note In most cases, the Event Stop Date will be the only required field in the existing event.
This might not be true if the existing event needs a correction.
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6) Enter the Start Date for the new fully paid event.

Events
Add _ Delete |
+ Controls
Active Event Start Date Effective Pay Date Event Stop Date Event FTE % WC %
09/01/2003 | =] = los/1s/2003 | =] = [oa/15/2010 | = [Contributing ] = 100 0

lba/16/2010 | = s/13/2010 | =  [08/31/2010 ] [LoA-Partially Contributing =] = 63 0

o | GoomE | i | Geem | o | .

0 ]

Rate/R+

Note The event Start Date must be one day after the previous event’s stop date.

7) Enter the Effective Pay Date for the new fully paid event.

Events

add | [ Delete |

N

+ Controls
Active Event Start Date Effective Pay Date Event Stop Date Event FTE % WC %

lbo/01/2003 | ] = 0o/15/2003 | 7] =  [04/15/2010 |Z]  [Contributing =] = 100 0

ba/16/2010 | = s/13/2010 | =  [08/31/2010 | [LoA-Partially Contributing =] = 63 0

N

Rate/R+

Note The Effective Pay Date for fully paid should be the first pay date on which your
employee is paid full-time. This date can be any date between your employee’s first full-
time pay date and the previous pay date for his/her pay schedule.

Note Setting this date incorrectly may cause MyTRS to flag your employee’s record when
his/her last pay date is reported.

Note The event stop date for the fully paid event in effect must remain blank so the system
knows that this event is currently in effect.
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8) Select your new fully paid Event from the pull-down field.

Events

add | [ Delete |

+ Controls

Active Event Start Date Effective Pay Date Event Stop Date Event FTE % WC %

lps/o1/2003 | * o5/15/2003 | ] = [04/15/2010 |  [Contriouting =] - 100 0

lba/16/2010 | = s/13/2010 | =  [08/31/2010 | [LoA-Partially Contributing =] = 63 0
o |

e | Contributing

LOA-Fully Contributing
LOA-Partially Contributing

+
Rate/R LOA-Non-Contributing <=1 Yr
LOA-Medical-Non-Contributing
Name ‘ Value ‘ WC-Full Incapacity&Contrib

WC-Full Incapacity&Non-Contrib

Rate/R+ Pending Review: [ WC-Part Incapacity&Contrib

R+: ~ W(C-Part Incapacity&Non-Contrib
Military LOA-Contributing

Regular Rate: Military LOA

2% Rate: | Termination-Job Elimination

Termination-Inveluntary
Termination-Veluntary
LOA-Non-Contributing = 1 Yr

. N
Save

9) Because you are entering a fully contributing event, enter 100 in the FTE % field.

Events

[ add ] [ Delete |

-+ Controls

Active Event Start Date Effective Pay Date Event Stop Date Event

09/01/2003 | = lboris/2003 |7 = [pa/is/2010 | [ Contributing
04/16/2010 | =] * lps/13/2010 | =] = [os/31/2010 | F] [CoA-Partially Contributing

nI09/13/2010 |:|-I /7 I -l Contributing

Rate/R+

10) Because you are entering a fully contributing event, enter zero in the WC % field.

Events

add | [ Delete |

-+ Controls

Active Event Start Date Effective Pay Date Event Stop Date Event FTE % WC %
lbo/o1/2003 | = s/15/2003 |7 =  [04/15/2010 T [Contributing =] = 100 0
04/16/2010 | =] * lps/13/2010 | =] = [oe/31/2010 | F] [LoA-Partially Contributing =l =« 63 0

| o | OO | (R | W ]I contrivuting

o | e mei

Rate/R+

4

Note If you have multiple events to add for an employee, it is best to add one event and click

Save before adding an additional event, so MyTRS can validate your data entry.
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11) Click Save. A message at the top of the screen will confirm that the employment
information has been saved. The event is saved and the record is updated.

Home » Your Members » View/Update Member Information

s LT ISl  Employment

Employee/Member: SCIENCE, SARAH (New Search) SSN: XXX-XX-0004
Messages(1)
Employment information has been saved.
Employment Information
+| Controls
Active Start Date ¥ Stop Date Employer ﬁrann;le:yer Position Pay Freq Pay Dur Temp/Sub Enrollment Status
09/01/2003 / / GOTHAM Kindergarten| IPending Enrollment |
PUBLIC
Events
[ add ] [ Delete |
+ Controls
Active Event Start Date Effective Pay Date Event Stop Date Event FTE % WC %
[c]  [os/01/2003 ] :] * 09/15/2003 :] = [oa/15/2010 | [ Contributing =] = 0
n [09/01/2010 | [09/13/2010 | I 7/ |:l Contributing _l.- 100|- 0]
E l04/16/2010 | j * 05/13/2010 = [os/31/2010 | | LoA-Partially Contributing 0
Rate/R+
‘ Name ‘ Value
Rate/R+ Pending Review: [~
R+: ™
Regular Rate: 0.11
2% Rate: —

You have completed this guided practice.
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